OCEAN for

Economic Development
Programs

(ED)

Application Preparer
User Guide

July 23, 2014

Version 1.0

Ohio | olecoment.




ED Application Preparer User Guide

This page intentionally left blank.

OCEAN User Guide



ED Application Preparer User Guide

Table of Contents

DOCUMENT OVEIVIEW......ciiiiiiiitiie ettt ettt e e e e et e e e e e e e e e bbb et e e e e e e e s e nbbrn e e e e ee s 3
OCEAN for Economic Development Programs (ED)...........cooovvviiiiiiiiiiiiiiiiieeeeeee 3
TECNNICAl REQUINEIMENTS ... ittt snnnnnnnes 3

OCEAN fOr ED ProCess Diagram ... .....uuuuiiiieeeiieeiiiiiis s eee e eetties s s e e e e e e eaatta s s e e e e eeeeastaaasaaeaaeaennnes 4

Accessing and Logging iNto OCEAN .........oiii it 6
(oo [T IR Tor (1= o [PPSR 7
OCEAN Navigation @nd MENU ...........couiiiiiiiiiiiiiiiieee e 8

Welcome Screen and NOtIfication CeNEN..........coooiiieiii e 8
00 = 1 PP 9
PErSONAI SEIHINGS .. .eiiiiiiiiiiiiii ittt ettt e e e 9
10 o 0 LU PP 10

Completing an Application fOr ED.............uiiiiiii i 11
Application REQUEST SEAICH ........iiii e 12
L] = g 1 =T 0= P 15

Community & Program INFOMMELION ............uuuuuuiiitiiiiiiiiiiiiiiiiiiie bbb eeeeeeeeeeeeenane 17
Program DESCHIPLION .....uu it e e et e e e e e e e e e ettt e e e e e aeeessattba e eeaeeesnnees 19
Economic Development DELailS ......cccooee i 21
BUSINESS INFOIM@LION ...oeiiiiiiiiiiiiiiiii ittt 23
(Ofe g 0o ] = L=l @ 11/ 0= £ o1 o PP 26
N =T=To i o] NS ESTES] ¢= o PP PPPPPPPPPPPP 28
g o F= Tt A g =) L 31
CoMPHANCE DELAIIS ... ettt e e e e et e e e e e e e eeeeennns 33

OCEAN User Guide Page [1



ED Application Preparer User Guide

JOD INFOIMBLION ...t e et e e e e e e 35
[ T aT= T a1t o To [ = = USSP 38
[ o] [Tt = =] PP P PP PP PPPPPPPPPPP 40
F e AV Y2 a1 {0] 1 4 = 11 TS 43
Activity OutcomeSs and LEVEIAGING ......cccevieeieieeeeeee e 46
Grant ReqUEST DOCUMENIS.......uuiiiiiiis e et e e e et e e et e e e e aaa s 50
Grant ReqUESE ChECKIIST .........uuiiiii e e e e e e e e e e 53
Y3V (o] o [P P PP PP PPPPPPPPPPPP 54
L0 0] 1018 01T 01 £ TP PP PPPRPTT 55

OCEAN User Guide Page [2



ED Application Preparer User Guide

Document Overview

OCEAN for Economic Development Programs (ED)

Welcome to OCEAN. The purpose of this user guide is to instruct you on how to navigate and

use the OCEAN application software.

This guide is designed for Application Preparers for the ED program. This guide will instruct you

on how to perform the following functions in OCEAN:

e Logging in to OCEAN

¢ Changing your password and/or organization
e Completing an application for ED

¢ Logging out of OCEAN

Technical Requirements

To access the OCEAN application, you will need:

e A high-speed internet connection

o 4 MB or greater download speed

o 1 MB or greater upload speed

o Visit http://www.speedtest.net/ to test your current internet speeds
e Internet Explorer version 7 or greater

o Disable pop-up blocking software

OCEAN User Guide
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Accessing and Logging into OCEAN

Requirements for access to the OCEAN application:

o Complete the “Going Online with ODSA — OCD Intake Forms” file
o This document must be signed by your Organization’s CEO and a Notary Public
o Submit your completed form through one of the following three options:
= Email: scan and email completed and signed forms to
Scot.Burbacher@development.ohio.gov
=  Fax: 614-955-1465 attn: Scot Burbacher
= Mail: Scot Burbacher
77 South High Street
P.O. Box 1001
Columbus, OH 43216-1001
o Once your forms have been received by OCD, they will be forwarded to the
OCEAN Help Desk for processing. For any new User accounts created, the User
will receive an email once the account has been created. The email will include
a link to the OCEAN website as well as login information.
e User ID and Password

OCEAN User Guide Page [6
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Login Screen
The screen below is the login screen for OCEAN.

Oh' Development
lO Services Agency

Ohio Community and Energy Assistance Network (OCEAN) Login

Instructions:

+ You must disable your pop-up blocker to use this application.
+ Please enter your User Mame and Password and click the Login button.

*

User Name:

Password: * - Required

Login

I forgot my User Name and/or Password

Username and Password are required. If you forget your username or password, click on the “|
forgot my User Name and/or Password” link to reset it.

OCEAN User Guide Page [ 7
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OCEAN Navigation and Menu

Welcome Screen and Notification Center

Programs Personal Settings Logout

O] @ ®

Welcome

Last successful login: 4/9/2014 11:17:17 AM
Last unsuccessful login attempt: 4/9/2014 11:08:16 AM
Days until password expires: §

0 Show Outdated 9 EIRefresh

Received ! | Type Title
*TEST TEST TEST, the is OCEAN
@ v o 31272014 12:00 AM I System Test please do not enter real data & @
TEST TEST TEST*
*TEST TEST TEST, the is OCEAN Test please do not enter real data TEST TEST TEST*
|E| |I||I| |E| Page size: 1items in 1 pages

Ticket ID - Title Status Date Created Created By

MNo records to display.

This is the OCEAN Welcome Screen. The Welcome Screen has the menu navigation across
the top of the page. The Notification Center and My Tickets grids are also displayed.

1. Programs Used to access the OCD grant menu options.

2. Personal Settings Used to change your password and/or organization.

3. Logout Used to sign out and exit the OCEAN application.

4. Date/Time Received Sortable column of notification messages date and time.

5. Urgency Icon Sortable column identifying the message as urgent.

6. Type Target audience — either system, organization, or role-based.

7. Title Short description of the message.

8. Show/Hide Outdated Click to reveal/hide past or outdates messages.

9. Message Line Click on arrow to expand and view communications in regards to
OCEAN.

10. Print Icon Click to print the message to your local printer.
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Programs
Programs Perscnal Settings Logout
@ OCD Grant r @ Application Search

Welcome

Last successful login:  4/9/2014 11:17:47 AM
Last unsuccessful login attempt: 4/9/2014 11:08:16 AM
Days until password expires: §

1. OCD Grant Choose this option to see a list of OCD Grant pages in OCEAN.

Choose this option to navigate to the Application Search page for
viewing/editing existing applications and adding new applications.

2. Application Search

Personal Settings

Programs Personal Settings ] Logout

@ Change Organization
@ Change Password

vwelcome

Last successful login:  4/3/2014 11:17:47 AM
Last unsuccessful login attempt: 4/3/2014 11:08:16 AM
Days until password expires: §

Choose this option to navigate to a page for selecting another
organization that you are working with. You will only be able to
access the organizations that you have been added as an
authorized user using the “Going Online with ODSA — OCD
Intake Forms” file. If you have access to a single organization,
then this menu option will not be available for you.

2. Change Password Choose this option to change your OCEAN password.

1. Change Organization
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Logout
Programs Personal Settings Logout@

Last successful login:  4/9/2014 11:17:47 AM
Last unsuccessful login attempt: 4/9/2014 11:08:16 AM
Days until password expires: §

Choose this option to logout and exit your session with the
OCEAN application.

1. Logout
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Completing an Application for ED

The following section describes the process for creating an application for the Economic
Development Program (ED) in OCEAN.

To begin an application, you must first navigate to the Application Request Search page.
Choose the following menus to display the Application Request Search page:

Programs - OCD Grant - Application Search

OCEAN User Guide Page [11
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Application Request Search

Application Request Search

Program Year. [2014 -®

Application Type: |Econ0mic Development Program - |®

Application Number: | - |©

Status: | - |@

Reset @
Add New Grant Request @
® =8 0 g ® B 6
Application Period Application Number | Application Type @ Program Organization Name Status Edit | Delete

TI2R/2014 - 12/31/2014 222 ED OCEAN Organization In Process Pl

Use this dropdown to select the program year of an application
you would like to add or search for an existing application. The
dropdown contains the current year as well as the previous ten
years.

Use this dropdown to select the application type you would like to
add or search for an existing application. The list of application
types will be limited by the applications that can be created by
your organization as well as your own security permissions.

Use this dropdown to refine the search results to an application
number for the program year and application type selected.

Use this dropdown to refine your search results to display
applications that are currently in the selected status.

Choose this option to reset the search criteria and begin a new
search.

Choose this option to begin a new grant request. Prior to clicking
this button, you must first select a program year and application
type.

*Note: If this button is disabled, then either:

1. You have reached the maximum number of requests

1. Program Year

2. Application Type

3. Application Number

4. Status

5. Reset

6. Add New Grant

Request allowable for the program year and application type selected.
or
2. It is past the application period and you can no longer create
applications for the program year and application type selected.
Choose this option to display search results based on the search
7. Search o .
criteria defined above.
8. Application Period Displays the period when applications can be submitted to OCD.
9. Application Number Displays a unique assigned number for your application.
10. Application Type Displays the type of application for the record.

OCEAN User Guide Page [12
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11. Program Displays the program type and program name.

Displays the name of the organization that created the

12. Organization Name L
application request.

13. Status Displays the current status of the application.

Click the pencil icon to edit the application.

*Note: Applications can only be edited when they are in an ‘In
14. Edit Process’ or ‘Rejected to User’ status. If they have been
‘Submitted’ to OCD or have been ‘Approved,’ then the application
would open and be read only.

Click the red “x” icon to delete the application.

*Note: Applications can only be deleted when they are in an ‘In
Process’ status. Once they have been ‘Submitted’ to OCD, the
applications can no longer be deleted.

15. Delete

The functions available from the Application Search page are listed below with steps for
performing each function:

Search for an Application in OCEAN:
1. Select a Program Year and an Application Type.
2. Click the Search button.
3. Search results are displayed in the grid.

Add a New Application:
1. Select a Program Year and an Application Type.
2. Click the Add New Grant Request button.
3. You will navigate to the Grant Request page for adding a new application.

Edit an Existing Application:
1. Select a Program Year and an Application Type.
2. Click the Search button.
3. Search results are displayed in the grid.
4. Click the Edit icon next to an application that is in an ‘In Process’ status.
5. You will navigate to the Grant Request page for editing an existing application.

Delete an Existing Application:
1. Select a Program Year and an Application Type.
2. Click the Search button.
3. Search results are displayed in the grid.
4. Click the Delete icon next to an application that is in an ‘In Process’ status.
5. A message displays asking if you are sure you want to delete this Application Request.

OCEAN User Guide Page [13
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Message from webpage

:I Are you sure you want to delete this Application Request?

ok |

L

6. Click OK to delete the application.

OCEAN User Guide
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Grant Request

Grant Request
Grant Reguest I save Save/Close
Community & Program Information
Application Number: 222 Application Period Ti25/2014 - 12/31/2014
Organization: QOCEAN Organization Grant Request Status: In Process
Grant Request Type: 2014 Economic Development
Program
Grant Funding Requested: $0.00 Total Project Costs: $0.00
Total Leveraged Funds 50.00 3

Administrative Agency -

Administrative Contact:

Address

Administrator's Phone:

Administrator's Fax:

Administrator's Email: ‘ v|

* Please click "Save’ to initiate an application.

The Grant Request process is broken into four main sections:

1. Left Navigation Panel — This section lists the individual pages that will be completed as
part of the ED application process. Clicking on an item in the left navigation updates
section 4 with the details to be collected.

2. Button Bar — These buttons allow the user to save the application as additional details
are entered up until the time it is ready to be submitted. Applications that are not
completed will be saved as an “In Process” status. The buttons available in the button
bar include:

e Save — Saves the application in an “In Process” status and runs validations on
the application for Economic Development. Any validation messages will be
displayed for review and correction prior to the application being ready for
submission.

Validation Message ‘ Definition

A document is listed on the Grant Request
Documents page that has the checkbox checked for
“Required,” but no response document has been
uploaded. Upload your response document to clear
this validation.

Total funds across activities ($$3$) | All activity leveraged funds must total to the

All of the documents that are
required have not been attached.

must equal $$$$ for the amounts you defined on the Financing Data page.
<<provider name>> provider Reallocate leveraged funds for this provider across
leveraged fund. the appropriate activities to clear this validation.
Project <<project name>>’s All activity budgets must total to the overall project
activity budget totals to $$ but budget. Reallocate activity budget dollars under
should be $$$. this project to clear this validation.

OCEAN User Guide Page [15
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Economic Development Details
must be filled in to submit the
Grant Request

Click the Economic Development Details link in the
left navigation, enter data in all fields, and click the
‘Save’ button.

Compliance Details must be filled
in to submit the Grant Request

Click the Compliance Details link in the left
navigation, enter data in all fields, and click the
‘Save’ button.

Job Information for project
<<project type — project name>>
must be filled in to submit the
Grant Request.

Click the Job Information link in the left navigation,
enter data in all fields, and click the ‘Save’ button.
Complete the Job Information grid as well.

(Total Number of LMI FTEs
Retained + Total LMI FTEs
Expected to be Created) / (Total
Retained Jobs + Total Created
Jobs) must be greater than or
equal to 51% for project <<project
type — project name>>

Click the Job Information link in the left navigation,
edit the Job Information records to obtain > 51%
LMI.

Activity <<project and activity
name>> needs at least one
outcome measurement.

All activities need an outcome measurement (if
applicable). Click the Activity Outcomes and
Leveraging link in the left navigation and associate
at least one outcome in the outcome grid to each
activity that tracks outcomes.

Table 1

e Save/Close — Saves the application in an “In Process” status and returns you to
the Application Request Search page.
3. Header Details — The header details section remains throughout the application. It
gives an overview of the application, including:
e Application Number — unique assigned number to the application
e Organization — organization creating the application
e Grant Request Type — program the application is being created for
e Grant Funding Requested — total CDBG funds requested across all projects on

this application

e Total Leveraged Funds — total leveraged funds defined on the financing data

page

e Grant Request Period — application period for submitting applications
e Grant Request Status — current status of the application
e Program Name — displays the name of the program you entered on the Program

Description page

e Total Project Costs — all project costs equal to grant funding requested plus

total leveraged funds

4. Page Details — This section shows the specific details to be entered for the page
selected in the left navigation panel. The following pages detail each of these pages and
the functions available for entering your application data.

OCEAN User Guide
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Community & Program Information

Grant Request
Grant Request Wl Save Save/Close

Community & Program Information

Program Description

Economic Development Details Application Number: 222 Application Period TI25/2014 - 12/31/2014

Business Information Organization: OCEAN Organization Grant Request Status: In Process
Grant Request Type: 2014 Economic Development

Need for Assistance Program

Impact Analysis Grant Funding Requested: $0.00 Total Project Costs $0.00

Compliance Details Total Leveraged Funds: 50.00

Job Information

Financing Data Administrative Agency - @

Project Details Administrative Contact: ‘ - |®

Activity Information

Activity Outcomes and Leveraging Address: ‘ h |®

Grant Request Documents Administrator's Phone- ‘ - |@

Grant Request Checklist

Revision Administrator's Fax: ‘ - |@

Comments Administrator's Email: ‘ - |©

1. Administrative Agency | Displays your current organization as the administrative agency.

2. Administrative Use this dropdown to select the administrative contact from your
Contact organization for the ED application.
This dropdown will populate with the current address on record
3 Address for the administrative contact selected. If multiple addresses

exist for the contact selected, then you can select the correct
address from the dropdown.

This dropdown will populate with the current phone number on
record for the administrative contact selected (if supplied). If
multiple phone numbers exist for the contact selected, then you
can select the correct phone number from the dropdown.

This dropdown will populate with the current fax number on
record for the administrative contact selected (if supplied). If
multiple fax numbers exist for the contact selected, then you can
select the correct fax number from the dropdown.

This dropdown will populate with the current email address on
record for the administrative contact selected. If multiple email
addresses exist for the contact selected, then you can select the
correct email address from the dropdown.

4. Administrator’s Phone

5. Administrator’s Fax

6. Administrator’s Email

The functions available from the Community & Program Information page are listed below with
steps for performing each function:

Initiate an Application
1. Select an Administrative Contact from the dropdown.
2. Verify the correct Address and Email are selected.
3. Click the Save button in the top button bar to initiate the application.
4. A message will display to inform you that the grant request has been saved.
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Message from webpage

h Grant Request Saved

5. Click OK in the message box to continue.
6. The remaining pages of the grant application will be displayed in the left navigation
panel.

Cancel Initiating a New Application
1. Navigate away from the Community & Program Information page by selecting another
menu item in the main menu bar.
2. A new application will not be created.
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Program Description

Grant Request

Grant Request &l Save Save/Close

Community & Program Informaticon

Program Description

. Application Number: 222 Application Period: T/25/2014 - 1273172014
Economic Development Details .
8 Inf i Organization: OCEAN Organization Grant Request Status: In Process
usiness Infermation Grant Request Type: 2014 Economic Development
Meed for Assistance Program
Impact Analysis Grant Funding Requested £0.00 Total Project Costs: $0.00
Total Leveraged Funds: $0.00

Compliance Details

Job Information

Financing Data Add Program Description

Praject Details Program Description Program Name Program Marrative Edit Delete
Activity Information

. . Program Description | Economic Development & Public Infrastructure Program v|®
Activity Qutcomes and Leveraging
Grant Request Documents Program Name ED Program @
Grant Request Checklist Program Narrative (Please provide a
Revision detailed Tar‘ra(ljiwi describing this grant

request. Include location, activities

Comments a . 013000

outcomes and expected results of the Spell Check
project plus any other program =pellLheck
specific descriptive information. You

have a 3000 character limit.)

®

* Data is not saved until Insert button is
clicked

No Program Details to display.

This dropdown contains a list of potential programs available for
the Grant Request you are creating. Only one program can be
1. Program Description defined for each grant request. For ED, the only available

program is:
e Economic Development & Public Infrastructure Program
2. Program Name For ED, this field will default to ‘ED Program’ and not be editable.

Provide a detailed narrative describing this grant request. You
must include the location, activities, outcomes and expected

3. Program Narrative results of the project plus any other program specific descriptive
information. This field has a 300 character limit, with a character
counter displayed that will update as you type.

The functions available from the Program Description page are listed below with steps for
performing each function:

Add Program Description
1. Click on the Add Program Description button in the grid.
2. The grid expands for adding a new program description record.
3. Select/enter details for all fields.
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4.

Click the Insert button.

Edit Program Description

1.
2.
3.

4.
5.

Click on the Edit icon next to an existing program description record in the grid.

The grid expands for editing the program description record.

Edit the Program Name and/or Program Narrative. The Program Description field
cannot be edited.

Click the Update button.

Program description details are updated.

Cancel Adding/Editing Program Description

1.

2.
3.
4.

Click to either Add Program Description or Edit an existing program description in the
grid.

The grid expands for adding/editing a program description record.

Click the Cancel button.

Changes are not saved.

Delete Program Description

1.
2.

Click on the Delete icon next to an existing program description record in the grid.
Program Description record is deleted from the grid. *Note: When deleting a program
description, all related Project Details, Job Information, Activity Information, and Activity
Outcomes and Leveraging will be deleted as well.
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Economic Development Details

Grant Request

Grant Request Bl Save Save/Close

Community & Program Informaticn

Program Description
Application Number: 222 Application Period T/25/2014 - 12/31/2014

Economic Development Details N
P Qrganization: OCEAN Organization Grant Request Status: In Process

Business Information

. 2014 Economic Development
Need for Assistance Grant Request Type: Program Program Name: ED Program
Impact Analysis Grant Funding Requested: 50.00 Total Project Costs. $0.00
Total Leveraged Funds: s0.00

Compliance Details

Job Informaticn
Please provide your current program income balance for the fellowing:

ED RLF Balance:

Financing Data
Project Details
Activity Information @

Activity Outcomes and Leveraging Detail any RLF

Grant Reguest Documents commitments already
- - approved by OCD
Grant Request Checklist that have not yet been
Revision expended:

Comments

Is the business a

previous recipient of

assistance from Ohio () Yes ® No @
Development

Services Agency?

Qutline past awards
including type of
assistance and amount:

* Please click the 'Save’ button above after making changes.

1. ED RLF Balance Enter your current program ED RLF income balance.

2. Detail any RLF
commitments already
approved by OCD that
have not yet been
expended

3. Isthe business a
previous recipient of
assistance from Ohio
Development Services

Describe any RLF commitments that have been approved by
OCD that have not yet been expended in the text area provided.

Select yes or no if the business is a previous recipient of
assistance from the Ohio Development Services Agency.

Agency?

4. Outline past awards This field only displays if ‘Yes’ is selected for ‘Is the business a
including type of previous recipient of assistance from Ohio Development Services
assistance and Agency?’ Enter details to describe past awards and the type of
amount assistance and amounts.

The functions available from the Economic Development Details page are listed below with
steps for performing each function:

Save Economic Development Details
1. Enter details for all fields on the page.
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2. Click the Save button in the top button bar.
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Business Information

Grant Request
Grant Request &l Save Save/Close

Community & Program Information

Program Description

Economic Development Details Application Number 222 _ Application Period 712672014 - 1203172014
Organization: OCEAN Organization Grant Request Status In Process

Business Information Grant Request Type: 2014 Economic Development Program Program Name: ED Program

Meed for Assistance Grant Funding Requested. $0.00 Total Project Costs: §0.00

Impact Analysis Total Leveraged Funds $0.00

Compliance Details

Job Information Add Business Information
Financing Data

Company Name Function of Business Job on Payroll? Borrower of CDBG Funds? Edit Delete
Project Details

Activity Information Company . 1®
Activity Qutcomes and Leveraging Address :@
Grant Request Documents City l:l@
Eraf\l Request Checklist County @
evision

Comments Stete . ®
 ®

Phone - @

Contact Person l:l

i @

Email \ )]
ouns o
|

NAICS Code . ®»

Function of Business ‘ ‘@
‘Will the created / retained jobs be on ~ &
payroll of this company? OYes ©No @
This company will be a borrower of
CDBG funds Oves  ©nof®
BusinessType ‘ - ‘@
QOwnershipType
O ESCOP * If Woman Owned (WBE) or Minority
Ownership Type e Owned (MBE) is checked attach a copy
O Minority Owned (MBE) of certification

O Woman Qwned (WBE)

Uata 15 not saved until Insert button is
clicked

No Business Information to display.

1. Company Enter the name of the company.

2. Address Enter the address of the business.

3. City Enter the city of the business address.

4. County Enter the county of the business address.
5. State Enter the state of the business address.
6. Zip Enter the zip of the business address.

7. Phone Enter the phone number of the business.
8. Contact Person Enter the main contact person for the business.
9. Title Enter the contact person’s title.

10. Email Enter the contact person’s email.

11. DUNS # Enter the DUNS # of the business.

12. FTI Enter the FTI number of the business.
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13. NAICS Code Enter the NAICS Code of the business.

14. Function of Business | Enter a description of the function of the business.

15. Will the created /

retained jobs be on Select yes or no if the created / retained jobs will be on the
payroll off this payroll of the business.
company?

16. This company will be a
borrower of CDBG
funds

Select yes or no if the company will be a borrower of CDBG
funds.

17. Business Type

Select the business type from the dropdown. Dropdown choices
include:
e C Corporation
Partnership
Joint Venture
S Corporation
Limited Partnership
Limited Liability Partnership
e Sole Proprietorship

Select the ownership type(s) from the options displayed. The
choices include:

18. Ownership Type e ESOP

¢ Minority Owned (MBE)
e Woman Owned (WBE)

The functions available from the Business Information page are listed below with steps for
performing each function:

Add Business Information

o gk wh e

Click on the Add Business Information button in the grid.
The grid expands for adding a business information record.
Enter all business information details.

Click the Insert button.

Business information details are saved.

Repeat Steps 1 — 5 for each business for your grant request.

Edit Business Information

1.

2
3.
4.
5

Click on the Edit icon next to an existing business information record in the grid.
The grid expands for editing the business information record.

Edit the business information details.

Click the Update button.

Business information details are saved.

Cancel Adding/Editing Business Information

1.

Click to either Add Business Information or Edit an existing business information
record in the grid.
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2. The grid expands for adding/editing a business information record.
3. Click the Cancel button.
4. Changes are not saved.

Delete Business Information
1. Click on the Delete icon next to an existing business information record in the grid.
2. Business information record is deleted from the grid.
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Corporate Ownership
This popup displays when the user clicks the Ownerships link in the grid next to a business
information record.

Corporate Ownership

Add Corporate Owner

Mame Interest (%) Edit Delete

MName | |®

Interest (%) 0.00 % ®

Data is not saved until Insert button is clicked

Mo Corperate Owners to display.

The functions available from the Corporate Ownership popup are listed below with steps for
performing each function:

Add Corporate Owner

Click on the Add Corporate Owner button in the grid.

The grid expands for adding a corporate owner record.

Enter all corporate owner details.

Click the Insert button.

Corporate owner details are saved.

Repeat Steps 1 — 5 for each corporate owner on your application.
Click the Done button to return to the business information page.

NoakowdR

Edit Corporate Owner
1. Click on the Edit icon next to an existing corporate owner record in the grid.
The grid expands for editing the corporate owner record.
Edit the corporate owner details.
Click the Update button.
Corproate owner details are updated.
Click the Done button to return to the business information page.

o gk wN

Cancel Adding/Editing Coprorate Owner
1. Click to Add Corporate Owner or Edit an existing corporate owner record in the grid.
2. The grid expands for adding/editing a corporate owner record.
3. Click the Cancel button.
4. Changes are not saved.

Delete Corporate Owner
1. Click on the Delete icon next to an existing corporate owner record in the grid.
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2. Corporate owner record is deleted from the grid.
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Need for Assistance

Grant Request

GRotReguesk Wl “Save Save/Close
Community & Program Informaticn

Program Description

Economic Development Details Application Number: 222 Application Period: T/26/2014 - 12/31/2014
Organization: QCEAM Organization Grant Request Status: In Process

Business Information .

Moedl o e Grant Request Type g?;;raErcrtlunomlc Development Program Name: ED Program

Impact Analysis Grant Funding Regquested: $0.00 Total Project Costs: 50.00

Compliance Details Total Leveraged Funds: $0.00

Job Information

Financing Data Check the box or boxes that most accurately describe the need for CDBG funds and provide an explanation

Project Details For Loan Requests @

Activty Informatian For Off-Site Infrastructure @

Activity Outcomes and Leveraging Requests

Grant Request Documents Loan Requests:

Grant Request Checklist Project Lacks Sufficient @

Revision Funding (Debt and / or Equity)

Comments Check all that apply [JInsufficient equity available @

[[]Lender unable to commit mare funds to the project
Explain

Project Mot Affordable without @
CDBG funds

Check all that aol [“]Unable to pay market rates @
eck all that apply
[lInsufficient rate of return

Explain

Off-Site Infrastructure
Requests:

Describe the local community
contribution to the project and
explain why additional public
assistance is justified

Are the proposed public

improvements the minimum (size,

type, and location) that are needed @) yes INo @

to allow for the completion and

operation of the project?

Attach a document explaining how
jobs will be created and how the

applicant community will track job
creation.

Will any additional businesses
create jobs as a direct result of ® Yes INo @
public improvement(s)?

Attach evidence confirming the

‘Will the propesed public area served is not primarily
improvements serve any @ Yes )'No @ residential or provide information
residential users? documenting that the area is at

least 51% LMI
* Please click the "Save' butten above after making changes

1. For Loan Requests Check this box if you need CDBG funds for loan requests.

2. For Off-Site
Infrastructure

3. Project Lacks
Sufficient Funding
(Debt and / or Equity)

Check this box if you need CDBG funds for off-site infrastructure.

This field only displays when ‘For Loan Requests’ is checked.
Check this box if the project lacks sufficient funding.
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This field only displays when ‘Project Lacks Sufficient Funding

4. Check all that apply (Debt and / or Equity)’ is checked. Check all boxes that apply.
This field only displays when ‘Project Lacks Sufficient Funding
5. Explain (Debt and / or Equity)’ is checked. Write an explanation for each
option selected above.
, This field only displays when ‘For Loan Requests’ is checked.
6. \ij‘gﬁi %%BAéf?Jgggle guzzk this box if the project is not affordable without CDBG
This field only displays when ‘Project Not Affordable without
/. Checkall that apply CDBG funds’ is checked. Check all boxes that apply.
This field only displays when ‘Project Not Affordable without
8. Explain CDBG funds’ is checked. Write an explanation for each option
selected above.
9. Describe the local
community This field only displays when ‘For Off-Site Infrastructure
contribution to the Requests’ is checked. Desribe the local community contribution
project and explain in the texct area provided and explain why additional public
why additional public assistance is justified for the project.
assistance is justified
10. Are the proposed
public improvements
the minimum (size,
type, and location) that | Select yes or no if the proposed public improvement are the
are needed to allow for | minimum needed for the completion and operation of the project.
the completion and
operation of the
project?
Select yes or no if any additional businesses will create jobs as a
11. Will any additional direct result of public improvement(s). If ‘Yes'’ is selected, then a
businesses create message displays, “Attach a document explaining how jobs will
jobs as a direct result | be created and how the application community will track job
of public creation.” Go to the Grant Request Documents page and click to
improvement(s)? ‘Add Document’ in the bottom grid. Upload the document
specified.
Select yes or no if the proposed public improvements will serve
12. Will the proposed any residential users. If ‘Yes’ is selected, then a message

public improvments
serve any residential
users?

displays, “Attach evidence confirming the area served is not
primarily residential or provide information documenting that the
area is at least 51% LMI. Go to the Grant Request Documents
page and click to ‘Add Document’ in the bottom grid. Upload the
document specified.

The functions available from the Need for Assistance page are listed below with steps for
performing each function:

Save Need for Assistance
1. Enter details for all required fields on the need for assistance page.
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2. Click the Save button in the top button bar.
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Impact Analysis

Grant Request

Grant Request ~

Save Save/Close

Community & Program Information
Program Description
Application Number: 222

Economic Development Details L
P Organization: Delaware Cou

Business Information

MNeed for Assistance Grant Request Type:

Program
Grant Funding Requested $0.00
Total Leveraged Funds: $0.00

Impact Analysis
Compliance Details
Job Information

Financing Data

2014 Economic Development

Application Period
Grant Request Status:

nty Commissioners

Program Narme:

Total Project Costs:

Criteria @

Project Details

Activity Information

Activity Qutcomes and Leveraging
Grant Request Documents

Grant Request Checklist Check all that apply
Revision

Comments

O 0o ooooao

If any of the above criteria apply,
provide a brief explanation

Does the business purchase a
significant amount of its raw materials
from other Chio businesses or will the
company purchase machinery and
equipment from other Ohio businesses
as a result of this project?

@ Yes

Does the business export a significant
amount of its final product out of the
United States?

® Yes

Will the project result in significant
community impact, significant public
benefit, and / or extensive spin-off
potential?

® Yes

Coordinates with other Public Programs
Uses a Currently Vacant Building
Company is a New Business to Chio
Company is an Agri-Business

Coordinates with Community's Downtown
Development Plan

Proposed Project Location is a Brownfield
Site

Proposed Project Converts Farmland

one®

one@
one®

* Please click the "Save’ button above after making changes.

6/11/2014 - 9/1/2014
In Process

ED Program
§0.00

Attach a narrative explaining the Ohio
businesses involved and explain what
percentage of materials or project
costs are purchased from each

Attach a customer list with the
countries of each customer. Also list
the percentage of the applicant's sales
each customer comprises.

Attach a narrative explaining the
impact, benefit, and / or spin-off
potential. Cite specific numbers and
sources when possible.

include:

Check each box that applies for your application. The choices

e Coordinates with other Public Programs

Uses a Currently Vacant Building

Company is a New Business to Ohio

Company is an Agri-Business

Coordinates with Community’s Downtown Development
Plan

Proposed Project Location is a Brownfield Site
Proposed Project Converts Farmland

1. Check all that apply

2. If any of the above
criteria apply, provide
a brief explanation

If at least one checkbox was checked in the ‘Check all that apply’
criteria, then provide an explanation in the text area provided.
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Does the business
purchase a significant
amount of its raw
materials from other
Ohio businesses or
will the company
purchase machinery
and equipment from
other Ohio businesses
as a result of this
project?

Select yes or no if the business purchases its raw materials from
other Ohio businesses or if the company will purchase machinery
and equipment from other Ohio businesses as a result of this
project. If ‘Yes' is selected, then the following message displays,
“Attach a narrative explaining the Ohio businesses involved and
explain what percentage of materials or project costs are
purchased from each.” Go to the Grant Request Documents
page and click to ‘Add Document’ in the bottom grid. Upload the
document specified.

Does the business
export a significant
amount of its final
product out of the
United States?

Select yes or no if the business exports a significant amount of its
final product out of the United States. If ‘Yes’ is selected, then
the following message displays, “Attach a customer list with the
countries of each customer. Also list the percentage of the
applicant’s sales each customer comprises. Go to the Grant
Request Documents page and click to ‘Add Document’ in the
bottom grid. Upload the document specified.

Will the project result
in significant impact,
significant public
benefit, and / or
extensive spin-off
potential?

Select yes or no if the project will result in significant impact,
significant public benefit, and/or extensive spin-off potential. If
‘Yes’ is selected, then the following message displays, “Attach a
narrative explaining the impact, benefit, and / or spin-off potential.
Cite specific numbers and sources when possible.” Go to the
Grant Request Documents page and click to ‘Add Document’ in
the bottom grid. Upload the document specified.

The functions available from the Impact Analysis page are listed below with steps for performing
each function:

Save Impact Analysis
1. Enter details for all required fields on the impact analysis page.
2. Click the Save button in the top button bar.
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Compliance Details

Grant Request

Grant Request

Community & Program Information

Program Description Application Number: 222 Application Period: T/25/2014 - 12/31/2014
Ecanomic Development Details Organization: OCEAN Organization Grant Request Status: In Process
2014 Economic Development
Business Information Grant Request Type: Program Program Name: ED Program
Mead for Assistance Grant Funding Requested: 50.00 Total Project Costs: $0.00
Impact Analysis Total Leveraged Funds: 50.00
Compliance Details
Job Information What is the current zoning for the ®
Financing Data proposed project site?
Broject Details Is the current zoning appropriate? ®Yes O'No @
Activity Information What is the anficipated date for the
o . Environmental Release of Funds? @
Activity Qutcomes and Leveraging @
Grant Request Docum.ents Detail the timing and the remaining
Grant Request Checklist necessary steps for the community to
Revision submit a Request for Release of
Funds
Comments
Will the proposed project relocate
jobs? ®Yes ,No@
Mumber of FTE jobs to be relocated @
Community from which jobs are
being relocated:
Ciy @
State
Will the proposed project result in the
acquisition of real property or the ®Yes O No@

Act

displacement of tenants?

Please describe how the grantee will
comply with the Uniform Relocation

* Please click the 'Save’ button above after making changes

e —

What is the current
zoning for the
proposed project site?

Enter the current zoning for the proposed project site.

Is the current zoning
appropriate?

Select yes or no if the current zoning is appropriate.

What is the anticipated
date for the
Environmental
Release of Funds?

Click the calendar icon and select the anticipated date for the
Environmental Release of Funds.

Detail the timing and
the remaining
necessary steps for
the community to
submit a Request for
Release of Funds.

Enter details for the timing and the remaining necessary steps for
the community to submit a Request for Release of Funds in the
text area provided.

Will the proposed
project relocate jobs?

Select yes or no if the project will relocate jobs.

Number of FTE jobs to
be relocated

This field only displays if ‘Yes’ is selected for ‘Will the proposed
project relocate jobs?’ Enter the number of FTE jobs to be
relocated.
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This field only displays if ‘Yes’ is selected for ‘Will the proposed

7. City project relocate jobs?’ Enter the city of the community from
which jobs are being relocated.
This field only displays if ‘Yes’ is selected for ‘Will the proposed
8. State project relocate jobs?’ Enter the state of the community from

which jobs are being relocated.

9. Will the proposed
project result in the
acquisition of real
property or the
displacement of
tenants?

Select yes or no if the proposed project will result in the
acquisition of real property or the displacement of tenants.

10. Please describe how
the grantee will
comply with the
Uniform Relocation
Act

This field only displays if ‘Yes’ is selected for ‘Will the proposed
project result in the acquisition of real property or the
displacement of tenants?’ Enter details to describe how the
grantee will comply with the Uniform Relocation Act.

The functions available from the Compliance Details page are listed below with steps for

performing each function:

Save Compliance Details

1. Enter details for all required fields on the compliance details page.
2. Click the Save button in the top button bar.

OCEAN User Guide

Page [34




ED Application Preparer User Guide

Job Information

Grant Request

Grant Request

Community & Program Informaticn

Pragram Description L
Application Number: 222

Economic Development Details

Compliance Details

Application Period:

7125/2014 - 12/31/2014

Organization: OCEAN Organization Grant Request Status: In Process
Business Information 2014 Economic Development

Grant Request Type P Program Name:
Need for Assistance 4 P Program K ED Program
Impact Analysis Grant Funding Requested 50.00 Total Project Costs: §0.00

Total Leveraged Funds: 50.00

Job Information
Project Type:

Financing Data

Project Details

Activity Information Existing FTE Jobs:

Activity Cutcomes and Leveraging Total Existing FTEs 0 @
Grant Request Documents Total Existing FTEs Women 0 ®
Grant Request Checklist Total Existing FTEs Minorities 0 ®
Revision Does the company provide health benefits? OYes ® No @
Comments

* Please click the "Save’ button above after making changes.

Wl Save Save/Close

Retained Jobs:

Total LMI FTEs

Total Retained Jobs

Created Jobs:
Total Created Jobs
Total LMI FTEs Expected to be Created

0.0
0.0

0.
0.

0

Retained 0

Add Job Information

Hourly Wage

MNumber of LMI

Job Type Job Title Full-Time or Part-Time? Hourfy Wage Number of FTEs MNumber of LMI FTEs Edit Delete
Job Type (O Retained ® Created @
Job Title ®

Full-Time or Part-Time?
Number of FTEs Created

Qutside Training Required?
Data 15 not saved until Insert button is clicked
Mo Job Informatien to display

(O Full-Time (® Part-Time @
§0.00
0.0

FTEs Expected to be Created 0.0

PO®

'@'Nu@

OYes

Total Existing FTEs Enter the total number of existing FTE jobs for the project
selected.
2. Total Existing FTEs Enter the total number of existing FTE jobs held by women for
Women the project selected.
3. Total Existing FTEs Enter the total number of existing FTE jobs held by minorities for
Minorities the project selected.
4 Doe; the company Select yes or no if the company provides health benefits for the
provide health roiect selected
benefits? pro) '
Select the job type for the job being entered. The job type is
5. Job Type either ‘Retained’ or ‘Created.’
6. Job Title Enter the title for the job being entered.
7. Full-Time or Part- Select whether the job being entered is a full-time or part-time
Time? job.
8. Hourly Wage Enter the hourly wage for the job being entered.
9. Number of FTEs Enter the number of FTEs that will be created / retained for the
Created / Retained job being entered.
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10. Number of LMI FTEs
Expected to be
Created / Retained

Of the total number of FTEs being created / retained, enter the
number that is expected to be LMI.

11. Outside Training This field only displays for job records that are of job type
Required? ‘Created.” Select yes or no if outside training is required.

The functions available from the Job Information page are listed below with steps for performing
each function:

Save Job Information

1. Select a project from the Project Type dropdown at the top of the page.

2. Enter details for all required fields on the job information page.

3. Click the Save button in the top button bar.

4. Repeat steps 1 — 3 for each project type in the project type dropdown until job
information has been added for all projects.

Add Job Information

1. Select a project from the Project Type dropdown at the top of the page.

2. The job information grid refreshes to show all jobs currently associated with the selected
project.

3. Click on the Add Job Information button in the grid.

4. The grid expands for adding a job information record.

5. Enter all job information details.

6. Click the Insert button.

7. Repeat Steps 3 — 7 for each job information record you need to add for the project type
selected.

8. Repeat Steps 1 — 8 for each project type in the project dropdown until job information
records have been added for all projects.

Edit Job Information

1. Click on the Edit icon next to an existing job information record in the grid.

2. The grid expands for editing the job information record.

3. Edit the job information details.

4. Click the Update button.

5. Job information details are updated.

Cancel Adding/Editing Job Information

1.

w

Click to either Add Job Information or Edit an existing job information record in the
grid.

The grid expands for adding/editing a job information record.

Click the Cancel button.

Changes are not saved.
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Delete Job Information
1. Click on the Delete icon next to an existing job information record in the grid.
2. Job information record is deleted from the grid.
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Financing Data

Grant Request

O

222

Grant Request

Community & Program Information

Program Description

Application Number Application Period: T/25/2014 - 12/31/2014

Economic Development Details

Organization: QCEAN Organization Grant Request Status: In Process
Business Information .
2014 Economic Development
Meed far Assistance Grant RequESt Type Pragram ngram Name ED Program
Impact Analysis Grant Funding Requested: $0.00 Total Project Costs: §0.00
Total Leveraged Funds: £0.00

Compliance Details
Job Information

| Add Leveraged Fund

Financing Data

Project Details Provider Leveraged Fund Category Leveraged Fund Type Amount Term Interest Rate Edit Delete
Activity Inf: 1 B
ctvity imormation Leveraged Fund Provider ‘ |®

Activity Cutcomes and Leveraging

Leveraged Fund Category —— )
Grant Request Documents

Loan v

Grant Reauest Checkiist Leveraged Fund Type C ©)
Revision Amount 0 @
Comments Term Months @

Interest Rate

Collateral

Data i1s not saved until Insert button
is clicked

No Leveraged Funds to display

L Ilsre(\)/\?iro?gred Fund Enter the name of the leveraged fund provider in the textbox.
Select the category for the leveraged fund from the dropdown.
Dropdown choices include:
e Federal ARC Funds
2. Leveraged Fund e Other Federal
Category e Other Funds
e Private Funds
e State and Local Funds
e CDBG RLF
Select the type of leveraged fund from the dropdown. Dropdown
choices include:
3. Leveraged Fund Type e Grant
¢ InKind
e Loan
4 A Enter the dollar amount of leveraged funds for the provider
. Amount
entered.
5 Term This field only displays when ‘Loan’ is selected for the Leveraged
' Fund Type. Enter the number of months of the loan.
This field only displays when ‘Loan’ is selected for the Leveraged
6. Interest Rate Fund Type. Enter the percentage interest rate of the loan.
7 Collateral This field only displays when ‘Loa_m’ _is selected for the L_everaged
' Fund Type. Enter collateral details in the text area provided.
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The functions available from the Financing Data page are listed below with steps for performing
each function:

Add Leveraged Fund

o gk whNE

Click on the Add Leveraged Fund button in the grid.

The grid expands for adding a leveraged fund record.

Enter all leveraged fund details.

Click the Insert button.

Leveraged Fund details are saved.

Repeat Steps 1 — 5 for each provider of leveraged funds for your grant request.

Edit Leveraged Fund

1.

2
3.
4.
5

Click on the Edit icon next to an existing leveraged fund record in the grid.

. The grid expands for editing the leveraged fund record.

Edit the leveraged fund details.
Click the Update button.
Leveraged fund details are updated.

Cancel Adding/Editing Leveraged Fund

1. Click to either Add Leveraged Fund or Edit an existing leveraged fund in the grid.
2. The grid expands for adding/editing a leveraged fund record.
3. Click the Cancel button.
4. Changes are not saved.
Delete Leveraged Fund
1. Click on the Delete icon next to an existing leveraged fund record in the grid.
2. Leveraged fund record is deleted from the grid. *Note: When deleting a leveraged fund,

all related Activity Leveraging Funds will be deleted as well.
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Project Details

Grant Request
Grant Request il Save Save/Close

Community & Program Information

Program Description

E Development Detail Application Number 222 Appiication Period 712512014 - 12/31/2014
conamic Development Betars Organization OCEAN Qrganization Grant Request Status: In Process
Business Information :
. 2014 Economic Development .
Meed for Assistance Grant Request Type: Program Program Name: ED Program
Impact Analysis Grant Funding Requested: 30.00 Total Project Costs. $0.00
Total Leveraged Funds: 30.00

Compliance Details

lob Informaticn

Financing Data | Add Project Details

Praject Details Project Type Project Name Project Budget National Objective Edit Delete

Activity Information Project Type [ Economic Development v\@
Activity Qutcomes and Leveraging .
Project Name ‘ |®
Grant Request Documents
Amount of CDBG Requested (rounded
Grant Request Checklist to the nearest 5100} 30
R
svsen National Objective Direct Benefit - Job Creation (L M @
Comments
Project Address @
oy ®
State @
zp
Project Start Date Deadline Click calendar to select date @

®

Factors invaolved in required Start Date
(purchase option expiration, fulfillment of
customer orders, weather, etc.)

Oata 15 not saved until Insert button is
clicked

Mo Project Details to display

Select the project type from the dropdown. For ED, the available
project types include:

e Economic Development

e Administration
Only one project for each project type can be added to the ED
grant request.
For ‘Economic Development’ project types, enter the name for
the project that uniquely identifies this project from all other
Economic Development projects. For ‘Administration’ project
types, this field will default to ‘Administration’ and not be editable.

1. Project Type

2. Project Name

3. Amount of CDBG
Requested (rounded to | Enter the amount of CDBG requested for the project.
the nearest $100.00)

This field will default based on the project type selected. If the
project type selected is ‘Economic Development,’ then the
national objective defaults to ‘Direct Benefit — Job Creation (LMJ)’
and is not editable. If the project type selected is ‘Administration,’
then the national objective defaults to ‘Administration’ and is not
editable.

This field only displays for ‘Economic Development’ project types.
Enter the address for the project.

4. National Objective

5. Project Address
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This field only displays for ‘Economic Development’ project types.

6. City Enter the city for the address of the project.

7 State This field only displays for ‘Economic Deyelopment’ project types.
' Enter the state for the address of the project.

8. Zip This field only displays for ‘Economic Development’ project types.

Enter the zip for the address of the project.

This field only displays for ‘Economic Development’ project types.
Click on the calendar icon and select the deadline date for the
project start.

9. Project Start Date
Deadline

10. Factors involved in
required Start Date
(purchase option
expiration, fulfillment
of customer orders,
weather, etc.)

This field only displays for ‘Economic Development’ project types.
Detail the factors that are involed in the required start date in the
text area provided.

The functions available from the Project Details page are listed below with steps for performing
each function:

Add Project Detail

Click on the Add Project Details button in the grid.

The grid expands for adding a project detail record.

Enter all project detail information.

Click the Insert button.

Project Details information is saved.

Repeat Steps 1 — 5 for each project on your grant request.

o0k wNE

Edit Project Detail
1. Click on the Edit icon next to an existing project detail record in the grid.
2. The grid expands for editing the project detail record.
3. Edit the project detail information.
4. Click the Update button.
5. Project detail information is updated.

Cancel Adding/Editing Project Detail
1. Click to either Add Project Details or Edit an existing project detail record in the grid.
2. The grid expands for adding/editing a project detail record.
3. Click the Cancel button.
4. Changes are not saved.

Delete Project Detail
1. Click on the Delete icon next to an existing project detail record in the grid.
2. Project detail record is deleted from the grid. *Note: When deleting a project detail
record, all related Job Information, Activity Information, and Activity Outcomes and
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Leveraging records will be deleted as well.
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Activity Information

Grant Request
Grant Request Wl Save Save/Close
Community & Program Information
Program Description

plication Number: 222 Application Period T/26/2014 - 12/31/2014
Economic Development Details
8 ot P Organization OCEAN Organization Grant Request Status: In Process

usiness Information .
2014 Economic Development .

Meed for Assistance Grant Request Type. Program Program Name: ED Program
Impact Analysis Grant Funding Requested 50.00 Total Project Costs 50.00
Compliance Details Total Leveragaed Funds: 50.00
Job Information
Financing Data Project Type Activity Subtotal

Economic Development & Public Infrastructure Program - Economic Development : ED P | $0.00
Project Details
Activity Information Add Activity
Activity Outcomes and Leveraging Activity Class Activity Name Activity Budget Edit Delete.
Grant Request Documents Activity Class | Vl@
Grant Request Checklist Activity Name | vl@
Revision Amount of CDBG Requested (rounded @
Comments to the nearest $100)

Short Activity Description

CDBG Funding Type O Loan O Grant @

Oata 15 not saved until Insert button is
clicked
Mo Activities to display.

Select an activity class for the new activity. For ‘Administration’
project types, the available activity class options include:

e Administration
1. Activity Class For ‘Economic Development’ project types, the available activity
class options include:

e Economic Dev.

e Housing
Select the activity name from the dropdown. The dropdown
2. Activity Name choices depend on the activity class that is selected. See
below for potential activity names per activity class.
3. Amount of CDBG Enter the amount of CDBG requested. All activity amounts for
Requested (rounded to | the activities on the project must total up to the project CDBG
the nearest $100) requested.

4. Short Activity
Description

5. CDBG Funding Type Select ‘Loan’ or ‘Grant’ for the CDBG funding type.

Enter your short activity description narrative here.
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Activity Class ‘ Activities ‘
Administration e General Admin
e Acquisition e Private Rehabilitation
e Demolition / Clearance e Professional Fees
e Flood & Drainage Facilities e Public Utilities
e Leasehold Improvements e Sewer Fac. Improvements
e Machine / Cap. Equipment e Solid Waste Disposal Fac.
Economic Dev. e Moving Costs e Street Improvements
e New Construction e Training / Technical
¢ Non-capital Equipment Assistance
e Off-Site Improvements o Water & Sewer Facilities
e Other Costs e Water Fac. Improvements
e Parking Facilities e Working Capital
Housing e Relocation Pymt. & Asst.
Table 2

The functions available from the Activity Information page are listed below with steps for
performing each function:

Add Activity

1.

n

© Nk

Select a project from the Project Type dropdown above the activity grid.

The activity grid refreshes to show all activities currently associated with the selected
project.

Click on the Add Activity button in the grid.

The grid expands for adding an activity record.

Enter all activity details.

Click the Insert button.

Activity details are saved.

Repeat Steps 3 — 7 for each activity you need to add for the project type selected.
Repeat Steps 1 — 8 for each project type in the project dropdown until activities have
been added for all projects.

Edit Activity

1.

2
3.
4.
5

Click on the Edit icon next to an existing activity record in the grid.
The grid expands for editing the activity record.

Edit the activity details.

Click the Update button.

Activity details are updated.

Cancel Adding/Editing Activity

1.

2.
3.
4

Click to either Add Activity or Edit an existing activity record in the grid.
The grid expands for adding/editing an activity record.

Click the Cancel button.

Changes are not saved.
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Delete Activity
1. Click on the Delete icon next to an existing activity record in the grid.
2. Activity record is deleted from the grid. *Note: When deleting an activity record, all
related Activity Outcomes and Leveraging records will be deleted as well.
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Activity Outcomes and Leveraging

Grant Request

Grant Request

Community & Program Information
Program Description

Economic Development Details Organization:
Business Information
Need for Assistance
Impact Analysis

Compliance Details

Grant Request Type:

Grant Funding Requested:
Total Leveraged Funds:

Wil Save Save/Close

Application Number: 222

Application Period: 7/25/2014 - 12/31/2014
OCEAN Organization Grant Request Status: In Process
2014 Economic Development .
Program Program Name: ED Program
$0.00 Total Project Costs: $0.00
50.00

Job Informaticn Activity

Financing Data

Economic Devopment - ED Project: Relocation Pymt. & Asst. - $100.00

Project Details
Activity Information

B3 Add Outcome

Activity Qutcomes and Leveraging Outcome Type Projected Outcomes Edit Delete

Grant Request Documents Outcome Type -

Grant Request Checklist ( )
Projected Outcomes ]

Revision Ji @

Comments

Oata 15 not saved until Insert
button is clicked

Mo Outcomes to display.

| Add Leveraged Fund

Leveraged Fund Source Leveraged Fund Amount Edit Delete

Leveraged Fund Source

Leveraged Fund Amount S0 @

Insert ||Cancel

Crara 15 not saved until Insert
button is clicked

Mo Activity Leveraged Funds to display.

-®

1. Outcome Type

Select the outcome type from the dropdown. The dropdown
choices depend on the activity that the outcome is being added
for. See below for potential outcome types per activity.

2. Projected Outcomes

Enter the projected number of outcomes for the activity.

3. Leveraged Fund
Source

Select a source of leveraged funds for the activity. The
dropdown choices for the leveraged fund source include a list of
the leveraged fund providers defined on the financing data page.

4. Leveraged Fund
Amount

Enter the amount of leveraged funds from this provider that will
be funding the activity selected.

Activity ‘ Outcomes

Acquisition

e Acres of Land

e Square Feet of Structure
e Structures

e Parcels

¢ Households Assisted

e Business Buyouts

e Permanent Easements / Right-of-
Way

Demolition / Clearance

e Structures Demolished

Flood & Drainage Facilities

e Linear Feet

e Culverts / Catch Basins
Installed

¢ Manholes Installed
e Permanent Easements / Right-of-Way

Leasehold Improvements

e Square Feet of Structure
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Machine / Cap. Equipment

Items of Equipment
Purchased

New Construction

Square Feet of Structure
Unit Constructed — Owner

Units Constructed — Rental
Units Acquired, Constructed and Sold

Non-capital Equipment

Items of Equipment
Purchased

Parking Facilities

Square Feet of
Pavement/Landscaping

Parking Spaces

Private Rehabilitation

Square Feet of Structure
Units Rehabbed — Owner
Units Repaired — Owner

Facades Improved
Hslds Asst. with
Counseling/Education
Lead Safe Units

Public Utilities

Utility Poles/Lines
Relocated

Relocation Pymt. & Asst.

Households Assisted
Businesses/Organizations
Assisted

Households Assisted — Opt.
Relocation

Sewer Fac. Improvements

Items of Equip.
Installed/Repaired
Linear Feet
Tap-Ins Installed

Water/Septic Tanks/Sludge Pits Inst.
Manholes Installed
Permanent Easements/Right-of-Way

Sidewalk Improvements

Linear Feet
Curbcuts Installed

Linear Feet of Curbs

Solid Waste Disposal Fac.

Items of Equip.
Installed/Repaired

Facility Constructed/Rehabbed

Street Improvements

Linear Feet
Culverts/Catch Basins
Installed

Bridges Replaced/Repaired

Traffic Control/St. Signs
Installed

Trees, Benches, Str Lights and
Planters

¢ Slips/Slides/Retain Walls Repaired
o Permanent Easements/Right-of-Way
e Linear Feet of Curbs

Training / Technical Assistance

Households Assisted

Water & Sewer Facilities

Items of Equip.
Installed/Repaired
Fire Hydrants Installed
Linear Feet

Tap-Ins Installed

Water/Septic Tanks/Sludge Pits Inst.
Manholes Installed

Water Valves Installed

Permanent Easements/Right-of-Way

Water Fac. Improvements

Items of Equip.
Installed/Repaired
Fire Hydrants Installed

e Linear Feet

Tap-Ins Installed

o Water/Septic Tanks/Sludge Pits

Installed

e Wells Drilled
e \Water Valves Installed

Permanent Easements/Right-of-Way

Table 3

The functions available from the Activity Outcomes and Leveraging page are listed below with

steps for performing each function:

Add Outcome

1. Select an activity from the Activity dropdown above the outcomes and/or leveraged

fund grid.
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The outcomes and/or leveraged funds grids refresh to show all records currently
associated with the selected activity.

Click on the Add Outcome button in the outcomes grid.

The grid expands for adding an outcome record.

Enter all outcome details.

Click the Insert button.

Outcome details are saved.

Repeat Steps 2 — 7 for each outcome you need to add for the activity selected.
Repeat Steps 1 — 8 for each activity in the activity dropdown until outcomes have been
added for all applicable activities.

Edit Outcome

1.

2
3.
4.
5

Click on the Edit icon next to an existing outcome record in the grid.
The grid expands for editing the outcome record.

Edit the outcome details.

Click the Update button.

Outcome details are updated.

Cancel Adding/Editing Outcome

1.

2.
3.
4.

Click to either Add Outcome or Edit an existing outcome record in the grid.
The grid expands for adding/editing an outcome record.

Click the Cancel button.

Changes are not saved.

Delete Outcome

1. Click on the Delete icon next to an outcome record in the grid.
2. Outcome record is deleted from the grid.
Add Leveraged Fund
1. Select an activity from the Activity dropdown above the outcomes and/or leveraged
fund grid.
2. The outcomes and/or leveraged funds grids refresh to show all records currently
associated with the selected activity.
3. Click on the Add Leveraged Fund button in the leveraged funds grid.
4. The grid expands for adding a leveraged fund record.
5. Enter all leveraged fund details.
6. Click the Insert button.
7. Leveraged fund details are saved.
8. Repeat Steps 2 — 7 for each leveraged fund you need to add for the activity selected.
9. Repeat Steps 1 — 8 for each activity in the activity dropdown until leveraged funds have
been added for all applicable activities.
Edit Leveraged Fund
1. Click on the Edit icon next to an existing leveraged fund record in the grid.
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The grid expands for editing the leveraged fund record.
Edit the leveraged fund details.

Click the Update button.

Leveraged fund details are updated.

akrwbd

Cancel Adding/Editing Leveraged Fund
1. Click to either Add Leveraged Fund or Edit an existing leveraged fund record in the
grid.
2. The grid expands for adding/editing a leveraged fund record.
3. Click the Cancel button.
4. Changes are not saved.

Delete Leveraged Fund
1. Click on the Delete icon next to a leveraged fund record in the grid.
2. Leveraged fund record is deleted from the grid.
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Grant Reqguest Documents

Grant Request
ERILAREES &l Save Save/Close
Community & Program Information
Program Description Application Number: 222 Application Period: Ti26/2014 - 12/31/2014
Economic Development Details Organization OCEAN Organization Grant Request Status: In Process
Business Information Grant Request Type: lzj?;;rgf]o“"m‘c Development Program Name: ED Program
Need for Assist . .
seclfor Assistance Grant Funding Requested 50.00 Total Project Costs: $0.00
Impact Analysis Total Leveraged Funds 50.00
Compliance Details
Job Information @ O ® ® 6 6 O ® @ @ @ B @
Financing Data Type Description Required? _R;e;p:n;e g:zg:";zn gp\oaded g:::ad gpdated Updated Status
Praject Details P P! el Y Date
Activity Information Emironmental 4/24/2014
Activity Outcomes and Leveraging Document Review Forms View Document ERForms View SFitch2 — 4/24/2014 SFitch2  3:38:30 Pl
PM
Grant Request Documents
Public
Grant R t Checklist
'a.n equest Lheckls Document ~ Senice View Attach
Revision Certification
Comments
E3~dd Document BRefresh  Include Deleted (B
Date - File Name Document Description Document Type Created By
Mo files to display.

1. Type Displays the type of documentation. For grant request
' Documents, this will always display document.
Displays the name of the template and/or instruction form
2. Description document uploaded by OCD for your use in completing the
application attachments.
If this checkbox is checked, then the document requires a
response (attachment) to be uploaded prior to submitting your
application request. If this box is not checked, then no document
is required. Even if it is not required, there may be special
circumstances or conditions within your application details that
make it necessary for you to attach a response. Therefore, you
should always review each document and determine if they are
required for your application or not.
4 Vi Use this link to view/download templates and/or instruction forms
. View S
for application documents.
Displays the type of response document. For grant request
documents, this will always display document.
Displays the description that you enter when uploading your
response document.
Use this second link to view/download your completed template

3. Required

5. Response Type

6. Response Description

7. View . .
or instruction form.

8. Uploaded By Displays the username of the user who uploaded the response
document.

9. Uploaded Date Displays the date the response document was uploaded.

10. Attach Use this link to upload your completed template and/or form for

the application document listed.
Displays the username of the user who last updated the
response document.

12. Last Updated Date Displays the date the response document was last updated.

11. Updated By
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13. Status This field is not currently being used for the CHIP application
reguest.
14. Delete Click this icon to delete your response document.

The functions available from the Grant Request Documents page are listed below with steps for
performing each function:

View Document in Grant Request Documents

1.

Click the View link next to the provided template and/or instruction form or next to your
response document.

A new window displays with the document details displayed.

Click the File > Save As menu option to save a copy of the document to your computer
or close the window to return to the grant request documents page.

Attach Document in Grant Request Documents

1.
2.

a ks w

© 0N

Click the Attach link next to a record in the grant request documents grid.
The Document Upload popup displays.

—
a Document Upload -- Webpage Dialog ‘ -

Document Upload

Max file size: 30 MB Allowed file extensions: =.doc, “.dooce, =.pdf, *.bad, *.xls, *.xl=, =zip

File Type: [ v]

Description:

Upload

Cancel

Click the Select button.

The Windows File Explorer popup displays.

Navigate to the file you would like to attach on your local machine and click the Open
button.

The name of the file will be displayed in the File field on the document upload popup.
Select the File Type from the dropdown list (only option available will be ‘document’).
Enter a Description for your document.

Click the Upload button to attach your document to the record in the grant requests
documents grid.

Delete Document from Grant Request Documents

1.

Click the Delete icon next to a document in the grant request documents grid.
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2. Your response document will be deleted.

Add Document
1. Click the Add Document button in the documents grid to attach a file that is not listed in
the grant request documents grid.
2. The Document Upload popup displays.

—
a Document Upload -- Webpage Dialog ‘ -

Document Upload

Max file size: 30 MB Allowed file extensions: =.doc, “.dooe, =.pdf, *.bd, *.xls, “.xl=, =zip

File Type: [ v]

Description:

Upload

Cancel

3. Click the Select button.
4. The Windows File Explorer popup displays.
5. Navigate to the file you would like to attach on your local machine and click the Open
button.
6. The name of the file will be displayed in the File field on the document upload popup.
7. Select the File Type from the dropdown list (only option available will be ‘document’).
8. Enter a Description for your document.
9. Click the Upload button to upload your document to the documents grid.
View Document

1. Click the View link next to the uploaded document in the documents grid.

2. A new window displays with the document details displayed.

3. Click the File > Save As menu option to save a copy of the document to your computer
or close the window to return to the grant request documents page.

Delete Document
1. Click the Delete icon next to a document in the documents grid.
2. Your attached document will be deleted.
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Grant Request Checklist

Grant Request
Grant Reguest Wl Save Save/Close

Community & Program Information

Pragram Description Application Number: 222 Application Period: 7/25/2014 - 12/31/2014
Economic Development Details Organization QCEAN Organization Grant Request Status: In Process

Business Information Grant Request Type Izj[rJ;;raErf‘lonomic Development Program Name: ED Program

Need for ASS'S_tame Grant Funding Requested: $0.00 Total Project Costs: $0.00

Impact Analysis Total Leveraged Funds: 50.00

Compliance Details

Job Information OCD Grant Summary Report View

Financing Data

Project Details

Activity Information

Activity Outcomes and Leveraging
Grant Request Documents

Grant Request Checklist

Revision

Comments

The functions available from the Grant Request Checklist page are listed below with steps for
performing each function:

View
1. Click the View link next to the report listed on the grant request checklist page.
2. A new window displays with the report displayed.
3. Use the Save and Print icons in the window to save and/or print a copy of the report for
your records.
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Revision

Grant Request
Grant Request Wl Save Save/Close

Community & Program Information

Program Description Application Number: 222 Application Period: Ti25i2014 - 12/31/2014
Economic Development Details QOrganization: QCEAN Organization Grant Request Status: In Process
Business Information Grant Request Type: %?;;raE:]onomic Development Program Name: ED Pragram
Need for Assistance Grant Funding Requested $0.00 Total Project Costs: $0.00
Impact Analysis Total Leveraged Funds: 50.00
Compliance Details
Job Information o
Revision Number Status View

Financing Data

N
Project Details 0 In Process | £ |

Activity Information

Activity Outcomes and Leveraging
Grant Request Documents

Grant Request Checklist

Revision

Comments

The functions available from the Revision page are listed below with steps for performing each
function:

View Revision
1. Click the View icon next to the revision number in the grid.
2. A new window displays with the details of the revision number selected. *Note: All

previous revisions will be non-editable, but data submitted in previous revisions will be
available for viewing.

3. Close the window to return to the application request.
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Comments

Grant Request

Grant Request

Community & Program Information
Program Description

Economic Development Details

Business Information

Application Number:
Organization:

Grant Request Type:

222

OCEAN Organization
2014 Economic Development

Application Period:
Grant Request Status:

Program Name:

D e —

Ti25/2014 - 12/31/2014
In Process

ED Program

Program
Need for Assistance Grant Funding Requested: $0.00 Total Project Costs: $0.00
Impact Analysis Total Leveraged Funds $0.00

Compliance Details

Job Information

Reﬁeah

| Add New Comment

Financing Data

Comment User EntryDate Internal Comment?
Praject Details
Activity Information Comment: Spell Check
Activity Qutcomes and Leveraging @ User: Olser
Grant Request Documents Entry Date: 4/24/2014 3:48:51 PM
Grant Request Checklist Last Change Date:
Revision Internal Comment: []
Comments

Mo records to display.

Enter a comment in the comment field. These comments will be
retained with the application request along with your username,
entry date, and date of any changes you made to your
comments.

1. Comment

The functions available from the Comments page are listed below with steps for performing
each function:

Add Comment

Click on the Add New Comment button in the grid.
The grid expands for adding a comment record.
Enter comment details.

Click the Insert button.

Comment details are saved.

arwbdheE

Edit Comment
1. Click on the Edit icon next to a comment that you created. *Note: Comments can only
be edited by the user who created them.
The grid expands for editing the comment record.
Edit the comment details.
Click the Update button.
Comment details are updated.

abrwn

Cancel Adding/Editing Comment
1. Click to either Add New Comment or Edit an existing comment record in the grid.
2. The grid expands for adding/editing a comment record.
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3. Click the Cancel button.
4. Changes are not saved.

Delete Comment
1. Click on the Delete icon next to an existing comment record in the grid. *Note:
Comments can only be deleted by the user who created them.
2. A message will display asking if you are sure you want to delete this item.

Message from webpage

w

Click OK.
4. Comment record is deleted from the grid.
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